Quick Reference Guide

Searching for Cases and Documents in MCRO

Search for a Case

0 Use the Case Search tab to search for a
Register of Actions (Case Details) that
shows case or party information, case MCRO Home Case Search Document Search
events, dispositions, and financial
information related to a case.

[ ]
1 ETUREN TO CASE SEARCH / CASE SEARCH RESULTS / CASE DETAILS

Once you’ve located a case or cases, use
the breadcrumb navigation at the top of
the results screen to return to the Case

f=3J MINNESOTA
Search Results or Return to Case Search. ;Hﬂ{ P T T xs

1. Click on the Case Search tab.

MCR( 1 Case Search Document Search

2. Select Name.

i Case S h
3. Select whether you wish to search by Person, aseSene

Name Number Citation Number Attorney Bar Number

Business, or Attorney name.
Select Name Type

Search by Person name
y Business Attorney

4. Type in the Last Name and First Name. You

Enter exact name or use a wildcard (*) trailing after two characters to return results.
Selecting Sounds Like may return more results. Wildcards (*) are not allowed with Sounds Like search.

may also enter a Middle Name (optional).

Sounds Like e
0 Use a wildcard (*) after two characters Last Name * Gequred First Name * Requied Middle Name
(e.g. “Jo*”) or check the Sounds Like box
if needed. Wildcards and Sounds Like R s v 9
cannot be used together.

e . . Date of Birth Date Of Birth
5. Complete the Additional Search Options, if [ o ] . 6
On Range MM YYYY b
known:
Date Filed Date Filed
a. Select On to enter an exact Date of Birth, { on ] Range = (D
or Range for a range of dates. Case Status G : ,,,
A% & Next Group ‘D PErior Group B
b. Select On to enter an exact Date Filed, or _
Court Location: O Chippewa O Chisago O Clay
Range for a range of dates. ﬁcmty’ -

c. Select the Case Status.
d

. Select the Court Locations to search
. This search is protected by reCAPTCHA and the Google Privacy Policy and the Google Terms of Service apply.
(StatEWIde or COU nty) If yOU Select COU nty, By using our site, you agree that you have read and accept our MCRO Terms and Conditions.

check the box(es) next to the applicable
county(ies).

6. Click Find.
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Search by Business name Case Search

Name Case Number Citation Number Attorney Bar Number

1. Select Business.

Select Name Type

2. Type in the Business Name.

Use a wildcard (*) after two characters Person | Business 7T Attorney
0 (e.g. “Jo*”) or check the Sounds Like box Enter exact name or use a wildcard (*) trailing after two characters to return results.
if needed. Wildcards and Sounds Like Selecting Sounds Like may return more results. Wildeards () are not allowed with Sounds Like search.
cannot be used together. | Sounds Like
3. Complete any of the Additional Search Fter Business Name "= 9
Options, if known: [ |
a. Select On to enter an exact Date Filed, or Additional Search Options O
Range for a range of dates. E— E——
b. Select the Case Status. Range MM/DD/YYYY )
c. Select the Court Locations to search Case Status
(Statewide or County). If you select County, Al (D ‘ &
check the box(es) next to the applicable Court Locations Q
county(ies).  county -

4. Click Find.

Clear

Search by Attorney name

1. Select Attorney.

2. Complete the Last Name and First Name

Name Case Number Citation Number Attorney Bar Number
fields. You may also enter a Middle Name.
Select Name Type 1
i *
Use a wildcard (*) after two characters oo Bueiees
0 (e.g. “Jo*”) or check the Sounds Like box
. . . Enter exact name or use a wildcard (*) trailing after two characters to return results.
If needed ‘ WI l d ca rd sa nd Sou nds LI ke Selecting Sounds Like may return more results. Wildcards (*) are not allowed with Sounds Like search.
cannot be used together. Sounds Like @
Last Name * (Required) First Name * (Required Middle Name

3. Complete any of the Additional Search

Options, if known:
. Additional Search Options
a. Select On to enter an exact Date Filed, or

Date Filed

&

Range for a range of dates. Date Filed
n Range MM/DD/YYYY (m}

I

b. Select the Case Status.

Case Status
¢. Select the Court Locations to search Al (D ’ sessmer  memss
(Statewide or County). If you select County, ot

O Chippewa O Chisago O Clay

County O Clearwater O Cook O Cottonwood

check the box(es) next to the applicable Statewide
county(ies). 4
4. Click Find. '

O Crow Wing

1
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Search by Case Number

1. Select Case Number.

2. Type in the complete case number in the

Enter Case Number field. Incomplete case

Case Search

Name Case Number aation Number Attorney Bar Number

Enter Case Number * (Required)

numbers will result in an error message. ‘ | 9 %
0 Case numbers may be entered with or
without dashes or leading zeros. Do not m
use spaces.
3. Click Find.
Search by Citation Number
1. Select Citation Number. Case Search
2. Type in the complete citation number in the Name Case Number Citation Number 0nomey Bar Number
Enter Citation Number field. Incomplete cita-
Enter Citation Number * (Required)
tion numbers will result in an error message. ‘
| X
0 Citation numbers may be entered with or

3. Click Find.

Search by Attorney Bar Number

1.

Select Attorney Bar Number.

2. Type in the complete attorney bar number in
the Enter Attorney Bar Number field. Incom-
plete attorney bar numbers will result in an

error message.

Attorney bar numbers may be entered
with or without dashes or leading zeros.

Case Search
Name Case Number Citation Number Attorney Bar Number 0

Enter Attorney Bar Number * Required)

\| @

X |

3. Click Find.
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Search for Documents ﬁ JUDICIAL BRANCH

8 MCRO Home Case Search _Document Search

0 Use the Document Search tab to search
for documents related to a case. 1

Document Search

Enter Case Number * (Required)
1. Click on the Document Search tab. 9 x ‘
2. Type in the complete case number in the Enter 3 i Dot ﬂ
case Number ﬁeld. Incomplete case numbers This search is protected by reCAPTCHA and the Google Privacy Policy and the Google Terms of Service apply.

By using our site, you agree that you have read and accept our MCRO Terms and Conditions.

will result in an error message. @7
8 Print )

0 Case numbers may be entered with or

Case Details

without dashes or leading zeros. Do not Case Number:
Case Title:
use spaces.
3. Click Find Documents. Case details and Documents Available Online

available documents will display on the screen

-
fiew Document B )

X . 08/20/2018 Petition to Enter Guilty Plea
in reverse chronological order (most recent

first). .
08/20/2018 Sentencing Order + Document B )

4. To print the list of available documents, click
Print.

v Document B )

07/20/2018 Order for Continuance

5. To view or download a document, click on

View Document.

n -CV-99-,...pdf
6. Open the document: MCRO- 390099 i -

o
. InCh , the d t will tth
a. In Chrome, the document will appear at the Downloads P Q o D
bottom of the browser window; click the

filename to open it.

MCRO_XX-XX-XX-XXXXXX_Document -05-1

A
b. In Edge, the document will appear at the
) . . I XX-XX-XX-XXXXXX_Document.pdf
top right of the browser window; click the
. . You have chosen to open:
filename to open it.
..0_XX-XX-XX-XXXXXX_Document.pdf

c. In Firefox, a dialog window will appear in which is: Portable Document Format (PDF) (156 KB)
. . from: https://publicaccess-qa.courts.state.mn.us
front of the browser window; click OK to

open with Firefox or select another What should Firefox do with this file?
. . . (®) Open with Firefox
available option and click OK.
() Open with = Adobe Acrobat DC (default) ~
7. To clear the search results, click Clear. O save File

[ Do this automatically for files like this from now on.

8. To return to the MCRO Home page, click

MCRO Home from the top menu bar. oK Cancel
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